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 GENERAL INFORMATION: 
 

SCC Requirements. 
As of July 1, 2011, all Bidders and Offerors must be registered with the SCC prior 

to an Award.  If the Bidder is exempt, they must provide a written reason for 
exemption.  Failure to provide this in the RFP response will VOID the RFP 

response.  
 FOREIGN OR DOMESTIC BUSINESS AUTHORIZED TO TRANSACT BUSINESS IN THE COMMONWEALTH: 

Each Bidder who is a stock or nonstock corporation, limited liability 

company, business trust, or a limited partnership or other business 

entity shall be authorized to transact business in the Commonwealth 

of Virginia as a domestic or foreign business entity if required by 

law.  Each such Bidder shall include in its bid response the 

Identification Number issued to it by the Virginia State Corporation 

Commission (SCC) and will list its business entity name as it is listed 

with the SCC.  Any Bidder that is not required to be authorized as to 

transact business in the Commonwealth as a domestic or foreign 

business entity as required by law shall include in its bid response a 

statement describing why the Bidder is not required to be so 

authorized. (See Va. Code Section 2.2 -4311.2) 
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 GENERAL INFORMATION: 
 

Viewing the Business Opportunities.:   

Step 1: 
 
From the Welcome Screen enter 
Vendor’s Username and Password, 
and Click Login. 



Step 2: 
 
Click on the Business Opportunities 
link in the Vendor’s Home menu or 
in the upper right-hand corner of 
the Homepage. 
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Step 3: 
  
Click the Search for Solicitations link. 
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Step 4: 
 
From the Search for Solicitations workspace, the Vendor will find a menu of current solicitations available.  
In this section the Vendor can view or respond to a specific request by click ing the Number Link.  

8 
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Step 4: 
 
From the Search for Solicitations workspace, the Vendor will find a menu of current solicitations available.  
In this section the Vendor can view or respond to a specific request by click ing the Number Link.  
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Step 5: 
 
It is recommended the entire solicitation be read and reviewed. 
 
Please be sure to scroll all the way to the bottom before choosing to Create a Response. 
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Step 6: 
 
After reading/reviewing the entire Bid solicitation, Click  Create Response. 
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Step 7: 
 
Select the Create Response link from the left-hand Navigation Panel to view the 
first page of the solicitation as shown below.  Expand the discount information (if 
applicable),  click Save. 
 
 Select the Commodity Response link. 
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 Understanding the Commodity Page 
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Commodity Information:  The vendor will need to 
carefully read the Commodity Information to determine 
the following:  
a. the number of Group(s) (Indicated by “Group __ of 

___” ) ,and  
b. if there are one or more commodities  (Indicated 

by Line __ of __”) 
 

* This understanding will be especially key in any 
Amendments that may be added to a Solicitation . 

a 

b 

Commodity: 
This section will include: 
 
1. The Commodity ID No. 
2. The Class Description 
3. Commodity Specifications.   

 
*If more than one Commodity/Service is required in a Solicitation the Vendor must complete each page 
as shown on the next page and  click “Next”, read the next Commodity/Service Information and answer 
accordingly until all commodity sections are completed.     

1 
2 3 



Step 8: 
 
From the Commodity Response 
Section, the Vendor must 
complete all portions of each 
commodity page: 
 
a. Commodity Information 

 
b. Commodity Response 

 
c. Specification Details 

 
d. Shipping and Handling (if 

applicable) 
 

Once completed, Click Save tab in 
the bottom left. 
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Once ALL Commodity Pages have been 
completed Click Step 3: Criteria Responses in 
the Left-hand Navigation Panel. (as indicated 
by the Star to the right.)  
  



Step 9: 
 
Select Criteria Responses:  
  
The Vendor must respond to all lines in this 
Solicitation.   To get to each question, the Vendor 
will click the Next link in the top right-hand 
corner until all questions have been answered. 
 
When all lines are complete,  click  Save tab.  
Once the responses have been saved, click the 
Submit tab. 
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Step 10: 
 
When the submittal process has been 
successful the vendor will receive a Response 
Submitted page.   
 
If there are errors,  the Vendor will need to 
make those corrections /re-save and  
re-submit. 
 

Congratulations!!! You’ve successfully 
submitted a Bid Response 
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From the Solicitation Details View page, click Questions and Answers.  
 
(Directions to the Solicitation Details View section can be found in Steps 1-5 of  Section 1 of this 
Manual.)  
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In the Questions and Answer section ,Vendors may  either (1) view all current questions and answers to 
date or (2) submit a question by clicking Add Question. 

1 

2 
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Enter the question and click OK. 
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This will take you back to the Question and Answer. 
 
The question entered will show in the menu. 
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From the Search for Solicitations page,  click on the Number link associated with the Amendment.   
 
If there are amendments to a Solicitation, this will be evident in the Amendment Colum..  
 
(Directions to the Search for Solicitations section can be found in Steps 1-4 of  Section 1 of this 
Manual.)  



29 

 
From the Solicitation 

Details View page, 
click Amendment 

History. 
 
  



30 

This will provide the 
Vendor with all  
Amendments to date and 
any  Action required. 
 
It is important that the 
Vendor use the scroll tab 
to read all the details of 
the Amendment. 
 
This is a read only field. 
 
  





From the Vendor Home page, Click the My Bids link in the upper right-hand corner to display any 
solicitation in which the Vendor has submitted a response. 
 
Select the Link to Response to edit.  
 
[In this scenario the Vendor will:  (a)be adding an attachment  (beginning on page 32) ,and  
(b)editing the discount availability (beginning on page 37 )] 
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(a) Adding an       
Attachment 
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Step 1: 
 
Click Link to Response to view page 1 of the Response section.   
 
In the bottom right of the page, click Attachments.   
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Step 2: 
 
Choose to either Upload, Download, 
Delete or Restore an Attachment.   
 
In this scenario, click Upload to add an 
attachment. 

Step 3: 
 
In the Upload Attachment section, click 
the Browse tab, to search your desktop 
for the document. 
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Step 4: 
 
Once the file is displayed in 
the Attachment File box,  
provide a description in the 
Description box.  This is a 
brief note naming the 
attachment.   
 
Note:  If the attachment 
contains proprietary 
information choose 
Proprietary in the 
Attachment Type drop 
down box. 
 
 Click Upload.  Once uploaded 
successfully the system will 
redirect you to the home 
page where their attachment 
is listed. 
 
If this is visible and there are 
no errors indicated click the 
Return to Document link in 
the lower left of the page.  
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Step 5: 
 
Once all Attachments are added, click the Save tab at the bottom 
right of the page. 
 
Click the Submit tab at the bottom right of the page.  This is 
acknowledgement that the latest version is available to the 
Procurement Team. 
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(b) Editing a 
Response 

38 



Step 1: 
 
Click Link to Response to new page 1 of the Response.  
 
 Select the Edit Tab. 
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Step 1: 
 
This is an example of adding discount 
information. 
 
When all the fields are entered, click Save and 
Submit. 

40 
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Step 1: 
 
From the My Bids/Proposal home page, click Link to Response.  
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Step 2: 
 
Click the Copy tab.  
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Step 3: 
 
The system provides important information 
recommended for the Vendor to read before 
copying. 
 
Click the Copy Document link.   
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Step 4: 
  
Copy Document  is a copy of the original response with a New Vendor 
Response Number. 
 
Under the New Response Number change any items that may be different 
(i.e.: the color of the item, serial number of the item,  etc.) .  Proceed with 
the Same Steps in Section 1 (Submitting a Bid Response) of this manual and 
also shown in pages 29  - 33 to submit the second response to the same bid. 45 



NOTE: 
(In this ex. Changed 

discount information) 
 
A Copy Document will copy 
everything from the original. 
 
 All items copied will be 
populated in their assigned 
boxes.  If the new 
amount(s), item(s), etc. are 
different, highlight the 
populated response and hit 
Delete. 
 
Complete with the new 
answer.   
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When all sections are expanded/reviewed/ updated with the second 
bid response information, this page displays. 
 
Congratulations!!!  You’ve successfully added an Additional (or 
Second Response)! 
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Step 1: 
 
In the My Bids/Proposal Home page, 
click on Link to Response for the 
response to be withdrawn. 
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Step 2: 
 
Click the Withdraw tab.   50 



The system will redirect you back to the My 
Bids/Proposal page.  The item withdrawn will 
be removed from the menu. 
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Step 1: 
 
Click on the Business Opportunities 
link. 
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Step 2: 
 
Click the Search for 
Solicitations link. 

Step 3: 
 
Click on the Bid Number 
link to create a response. 
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Step 4: 
 
Read the entire Bid Solicitation.   
 
Scroll all the way to the bottom to Create a Response. 
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Step 5: 
 
Scroll to the No Bid Section of  the document. 
 
Required:   
 
1. In Response Type drop box select No Bid. 
2. Enter comments in the box below 
3. Click the link “Click here to apply Response Type & Comments 

to all of the Commodity Lines..”   (This will apply the NO Bid 
response to all fields and allow the  vendor to submit and not 
continue to other pages of the solicitation) 

 
Click the Submit tab. 

1 

2 

3 
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Congratulations!!! user No Bid has been submitted.   
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From the Search for Solicitations page,  click drop down arrow and choose Closed .  Select 
the Solicitation Number link.  
 
(Directions to the Search for Solicitations section can be found in Steps 1-4 of  Section 
1 of this Manual.)  
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From the Solicitation Details View page, click Public Bid Reading.  
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In the Public Bid Reading section, all Vendors who responded will be 
displayed along with the Contract Amount proposed.   
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From the Search for Solicitations page,  choose Awarded in the status drop down box and click on the 
Number link associated with solicitation.   
 
 
(Directions to the Search for Solicitations section can be found in Steps 1-4 of  Section 1 of this 
Manual.)  
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From the Solicitation Details View page, click Notice of Award.  
 
  



65 

This section will provide information on all Awarded Vendors. 
 
  



For any information or questions regarding this training manual please 

contact: 

 

Purchasing 

Noel C. Taylor Municipal Building  

215 Church Avenue, Room 202 

Roanoke, VA 24011 

540-853-2871 

VSSHELP@Roanokeva.gov  
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